Creating an Application in ACA —Requiring a Licensed Professional

1. To start anapplication for a building perngtickon the Building module

pr—

m Land Developmel : Building Fi 2

Dashboard

My Records \_My Account _/ Advanced Search

Welcome Julie OfficeStaffl

You are now logged in.

2. Se |l €redte Application

Home Land Development [=TIG] Fire
Search Applications Create an Application

Records

Showing 1-1 of 1 | Export results | Add to collection

] Date Record Number  Record Type Description ProjectName  Address m"“"“" Created By Status Action Short Notes
RES-RBP- Residential IS WNAIRET
] 12112020 APPZ20- Building Permit test :f,':{o‘:‘f:";x LicenseProfessional  Additional Info Required Py Fees Due
35500048 Application .
4 »
Search for Records
. - H .
3. Reviewthe General Disclaimer actieck® | h ¢ onineappiicaten

read and
4. ClickContinue Application

accepted

t he

= Submit and update information

« Pay fees

 Schedule inspections.

= Track the status of your applications
« Print your final record

To get started you MUST:

= "Allow Pop-ups from This Site” - More information can be found at Customer Portal

= Accept the General Disclaimer below

Welcome to the City of San Antonio Development Services Department’s Online Permitting System. Use this systerr

General Disclaimer -
All City of San Antonic web sites, including but not limited to the
Development Services Department Customer Portal, www.sanantonio.gov,
WWW.CL.Sat.tx.us, www.sanantonio.gov/GlS, www.alamodome.com,
www.sanantoniocvb.com, www.visitsanantonio.com, mysapl.org and
sapl.sat.lib.tx.us are provided as a public service. PLEASE NOTE that users of
these web sites are responsible for checking the accuracy, completeness,

I have read and accepted the above terms

Continue Application »




Create this Application as:

Note: Please note: This option only appears if you are a delegate of a licensed professional.

After you accept the terms you will be promptedtil us who is submitting the permit
application.
a. If you are submitting a permit application that requires the Licensed Professional, it is
the Licensed Professional that must be the applicant of the permit request.

b. If the permit applicatiorDOES NOrEquire a Licensed Professional OR you are logged in
as the Licensed Professional then select

|l f you are not the |Iicense holder, select “ Anc
you are submitting on behalf.

The “Select a License” s e dJddhnlicensedrofedsiondlsosn pl ay a
his account.It is important to select the appropriate license for the permit type you are
submitting on behalf of the Licensed Professional

From the drop downselectthe appropriate license type required for the permit application.

PresLContinue Application.

Home Land Development [:WILILTM Fire

Search Applications Create an Application

Create this application as
O Myself
@ Another person * JOHN LICENSE PROFESSIONAL™

Select a License
Select a license for this record from the list below. The available permit record type(s) is determined by the typ¢

*Licenses:

City Residential Building Cntr REC-20-00011¥

JOHN LICENSE PROFESSIONAL Primary Phone:2101112222
1901 5 Alamo Mobile Phone:
San Antonio, TX 78204 Fax:

City Residential Building Cntr
RBC-20-00011

Continue Application »



This system will display the list of application permit types available.

5. From the application list, choose the application andkdliontinueApplicationat the bottom of
the page.

Note:The ypes of permits that require Licemgarofessional are identified below with an asterisk

*)
Home Land Development W:UILILGE Fire

Search Applications Create an Application

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

(O Annual Maintenance Permit Application * (O Residential Building Permit Application *
(O Certificate of Occupancy Application () Residential Fence Application 3
(O Commercial Project Application (O Residential Improvements Permit Application *
(O Demalition Pedestrian Protection Application * (O Sidewalk-Curb Application *
(O Fire Damage Assessment Request (O Sign Permit Application 3
(O LSR MEP Permit Application :t (O Tree Affidavit/Permit Application
(O Manufactured Home Application

x
(O MEP Trade Permits Application * &pp\\cam must be the

License, Professional

(O Minor Building Repair Application *

Property Information Page

Search for Address/Parcel Page

The first page that displays on evergrmit
application is theProperty Information This is
where you provide the site address for the project.

Residential Building Permit Application

Step 1:Property Information > Property
Physical Address is preferred.

You can search by either Address or Parcel. Once

the system makes a match, the system will populat
the Address/Parcel and Owner related informattio

Please make sure you enter in Street No and Street Name when searching for an address for the best resuits.

into your permit application. St Mo: —— SucetTpe
When searching for an address, itis recommended — visiie Lovet Buiding:
to enter minimal information and let the system " - "
return one or more matches. Putting too much T T onesiopzonngse
information may result in no matches. [ searcn | ciear |

Example: 1900 Blue Crest Lane



1. EnterStred No.1900and theStreet NameBlue
a. Ifanexacmatchis found, the system will return the information and fill in the
remaining information to include the corresponding Parcel and Owner information.

b. If the system finds more than one match, it will digp&Result Liswith options.Scroll
and select from the available options or return to the search option to narrow your
searchresults.

c. Accelais linked to our GIS service. If no matches are returned, it is recommended to use
the One Stop Zoning Map todate the address or parcel. You will find a hyperlink to
the map in the Address Secti@ime Stop Zoning Map

2. Once the system populates thialdress, Parcel and Owner informatianyour applicationclick
Continue Application

General Permit Information Page

Eachrecord type will have a section where you indicate the type of permit you are requesting (with the
exception of Residential Fence and Sidewalk Curb).

Below are the types of permits that are generated for each of the applicatiorstype

1 Annual Maintenance

o Electrical Maintenance

0 Mechanical Maintenance

0 Plumbing Maitenance
1 Demolition Pedestrian Protection Application:

o Demolition Permit

0 Pedestrian Protection Permit
T LSR MEP Permit Application

0 LSR Electrical Permit

0 LSR Mechanical Permit

0 LSRPlumbing Permit
1 MEP Trade Permit Application

o Electrical Completion Permit
Electrical General Permit
Electrical Reconnect Permit
Electrical TOPS Permit
Mechanical Completion Permit
Mechanical Permit
Plumbing Backflow Permit
Plumbing Completion Permit
Pumbing Gas Permit
Plumbing General Permit
Plumbing Irrigation Permit
Plumbing Medical Gas Permit
Plumbing MRFPSS Permit

O 0O OO0 0O 0O O0OO0OO0OOo0OOoOOo



0 Plumbing Reclaim Water Permit
0 Plumbing Sewer Permit
0 Solar- Photovoltaic Permit
1 Minor Building Repair Application
o FoundationRepair Permit
0 ReRoof Permit
0 Residential Repair Permit
0 Minor Commercial Repair Permit
1 Residential Building Permit Application
0 Residential New Building Permit
o Residential Accessory and Additions Permit
0 Residential Foundation Permit
0 Residential Accessory Dilieg Permit
1 Residential Improvement Permit Application:
0 Accessory Building Permit
o Carport Permit
o Covered Patio or Porch Permit
o DeckPermit
0 Home Addition Permit
0 Swimming Pool or Spa Permit
1 Sign Permit Application
0 Across the Street Banner Permit
Avenue SigiPermit
Event Sign Permit
Feather Sign Permit
Inflatable Sign Permit
Off Premise Billboard Sign Permit
On Premise Sign Permit
Portable Sign Permit
Temporary Weekend Sign Permit

O O 0O 0O 00O Oo0OOo

Each permit application type displays different follow questions/section(s) based on the specific
information needed.
1. Selecthe type of permit application and complete all required fields.
2. ClickContinueApplication
3. Once all permit application quéens are completed, the system will navigate you to the
Applicant Information Section.



Applicant Information Page

This page consists of 3 sections:

1. Applicant
2. Copy of Applicant Contact Information
3. Property Owner

Applicant

For applications requiring ghLicensed Professional, the Licensed Professional will be

the Applicant. It is important the License

Appllcant Informatlon’ aS Srep!.‘Con_:act!nf?rma:iomﬂpp”car:r i

S hOWn ) :rl'::gl:sg ;y_ ::5:3:1; Zli.;; ::sure the “Escrow Owner” is listed on the application. If you are authorized to use this Escrow Account, please ensure you are

') e
IMPORTANTIf this is o s oo

incorrectErort he = '

Reference source not found. POT———

andreturnto stepltoensure i e e

the steps were performed

correctly.

Copy Applicant Contact Information

This section is requesi what other roles
the Licensed Professional may take on this

application. The types in this sectionmay . ...

vary by record type, but the primary types  coenensnes o
are:

Applicant also known as:

ooo

1 Authorized Agent
1 Company Name/Business Owner
1 Escrow Owner

Authorized Agent and Escrow Owner is useharily for Escrow. Ifyou are not paying
by Escrow, do not check these.

If you are paying by Escrow, then check either Authorized Agent or Escrow Owner for
the Licensed Professional. Please refer toQhieeen Access Create an Escrow Account
at https://www.sanantonio.gov/DSD and click on BuildS2ustomer Resources

Ifany Also Known As is checked, it simply creates the License Professional Contact
Record on the following page with the appropriate type.


file:///C:/Users/cm24601/Desktop/Citizen%20Access%20Create%20an%20Escrow%20Account
https://www.sanantonio.gov/DSD%20and%20click%20on%20BuildSA%20/
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Property Owner
. . . . . Pi O
Since this document is created primarily

for Licensed Professionals and PROPERTY OWNER

companies interested in submikty e o the Propery Gumer: =0
permit applications, this question
should always be checked NO.

After completing this sectiodlickContinue Application



Contact List Page
The Contact List Page is to allow you to provide additional individuals that are associated to the
Permit. This page consists of 2 sections.

Rasidential Building Parmit Application

e erat
! migmsion * Inigmiswon

1 Contact List (1)
1 Licensed Professional List (2)

For permits that require the Licensed —
Professional the Licensed Professional will e ——
be displayed in the Licensed Professional List -

section. .

(DIMPORTAN:'Hfthe Licensed R
Professional Information doesot display, e e e —

t hen rEmerl Refarence'source not

found” and return to Step 1 to ensure this step

recommend you restartite application.

If you are paying fees from an Escrow Account, then you will want to also add the person who
owns the account in the Contact List.
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Adding Contacts to the Application

Important Note:Permits requiring a Licensed Professional niiastea Company
Name/Business Ownerontact type in the Contact List section of the permit
application.

The system requires the exact company registered with the Licensed Professional to be
added the permit application. If this does not match, you will noalbewed to continue
and will receive the following message:

"Please add the Company associated with the Licensed Professional registered with the
City of San Antonio."

To add a contact to the permit always useok Ugirst, donot useAdd Newunless yo
are unable to find the contact.

Contact List L3

To add or edit your Conacts demographic informarion, go 1o your Account Wanagement page.
After adding the contact to your application, if you wish for one of them to opt-out of receiving emails, please make this selection within each contact by using the Edit button next to those

specific contacts

Locating Existing Contacts in the System
1. ClickLook Upto prompt the Look Up Contact page.

When searching for individuals or a company, we recommend to enter minimal information and
let the system return one or monmatches. Putting too much information may result in no
matches.

G)IMPO RTANThe Company must mat&XACTL(\cluding commas, periods, spaces and
special characterss they are registered with the Licensiebfessional.

In the example below, theystem returned Company License Professional twice. One with no
comma, one with a comma. When determining if the Company Contact is a match, itis
important you consider all characters including commas, periods, spaces and special characters.

Look Up Contact

Look Up Contact
Type:

First Name: Middle Name:  Last Name:

ssssssssssss

Address Line 1:

2. After selecting the correct company contact, the system will return the contact address as
registered with Development Services.
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3. Onthis page yomustidentify the Type of Contact and check the mailing address as shown

below (at a minimum). Contact type dbes vary by record type, but common ones are:
1 Authorized Agent

1 Company Name/Business Owrter

I Escrow Owner

1 Property Owner

*Company Name/Business Owneontact type is required for permits requiring a Licensed
Professionali.e. MEP Trade Permit)

As stateckarlier,Authorized Agentaind/or Escrow Ownerefer to Escrow Accounts and are
needed only if you’re pa CitizergAccbsg Create@nm Esarow
Accountat https://www.sanantonio.gov/DSD and click on BuildS2ustomer Resources.

4. ClickContinue

Look Up Contact

LICENSE PROFESSIONAL COMPANY LLC
*Type:

Company Name/Business Ownerv
S —

Select contact addresses for this contact to attach to the record.

Showing 1-1 of 1

|:| Address Type Recipient Address

Maziling 1901 5 Alamo

m Discard Changes

Pl eacs

5. The system will add the individual in the Contact List section of this page with the selected

Contact Type.


https://docsonline.sanantonio.gov/DSDUploads/CitizenAccess_CreateanEcrowAccount.PDF
https://docsonline.sanantonio.gov/DSDUploads/CitizenAccess_CreateanEcrowAccount.PDF
https://www.sanantonio.gov/DSD%20and%20click%20on%20BuildSA%20/

Step 3. Contact Information > Contact List

Contact List

To add a new contact, click Look Up or Add New button.
To prevent & contact from receiving emails:
% New Contact-Click “Do not receive Email Notifications” box
Existing Contact-Click the contact's “Edit" link and then click “Do not receive Email Notifications™ box

= I

" Contact added successfully.
Showing 1-10f 1

Full Name Business Name Contact Type Work Phone Fax E-mail Action
LICENSE LICENSE Company
PROFESSIONAL PROFESSIONAL Name/Business TESTTESTZ@GMAILCOM  Edit Delete
COMPANY LLC COMPANY LLC Owner
4 L3

6. Once all required contacts are enterédlickContinue Application.
7. Complete theremaining questions on thepplication and submit.

Note: Eactapplication type will navigate your through different sections and information required to
complete. You may or may not be required to submit documents or pay fees prior to submit based on
the permit application type. This information is not covered irs thoicument.

8. Uponsuccessful submission of yaapplicationyou will receive the Record Confirmation
Page that will provide you thapplicationrecord number for future reference. This record
will now be viewed in the “ Roptalhereyoucdrs” sect i
trackits progress and the issuance of your permit.

Home Land Development :INGIGLE Fire

Search Applications Create an Application

Residential Building Permit Application

1 2 L 1 5 Review

Please print your record confirmation and retain a copy for your records.

@ Your application has been successfully submitted.
An E-mail might also be sdnt regarding your request.

Thank you for using our online services.
Your Record ID is RES-RBP-APP20-35500057.

You will need this Record ID to check the status of your application or to schedule/check results of inspections. Please print a copy of your record for your files.




Viewing Application Status/Progress

Al'l your records that have been submitted can
Records” option on the menu bar.
B
m Land Dovelopment  Bulaing  Fire

Dashboard My Records My Account Advances Search

The Appliation Status will inform you of the current status of your request.

1 Under ReviewDevelopment Services is reviewing the request
1 Additional Information Required Development services is requiring additional
information from you to continue their Review
Fees Due Additional Fees are required to be paid before the request can be completed
or continued.
Issuedor Pending IssuanceY our request has been approved and permit created.
Another record for the Permit will be created and viewed in My records.

0 Issued-You can begin scheduling your inspections

o0 Pending IssuanceYou are required to pay Permit fees before scheduling your

inspections.

About to Expire-There has not been any activity on your request by you or
Development services for 150 calendaysda If action is not taken, your request till be
canceled in 180 calendar days and you will be required to resubmit.

Inactive—There was no activity on your request by you or Development Services for 180
Days. You are now required to resubmit.

=

]

]

=

All recods have a blue hyperlink that will navigate you to Record Details where you can track progress,
upload additional documents requested by the city, schedule inspections (Inspections are located on the
Permits ONLY) or pay any outstanding fees.

Home Land Development [EREUEN Fire

Search Applications  Creats an Application

Record RES-RBP-APP20-35500057:
Residential Building Permit Application
Record Status: Additional Info Required

Record Info = Plan fioom Payments

Record Details

Processing Status

activity on this Record, please refresh the page.

Valuation Calculator s [

Record Details




Each recordype may have different options and therefore, this information is not covered in this

document.

Permit Management

After the application has been approved by Development Services it will be updated with a status of
Issued or Pending Issuance and a new record will be created for the Permit(s) with status of Pending

Issuance or Active.
. [EC 1 Active: You can begin
S schedulingyour inspections
-
— q Pending IssuanceYou are

Scheduling Inspections

required to pay Permit fees before
scheduling your inspections.

q Fees Due-Additional Fees are
required to be paid before the request
can be completed or continued.

To schedule an inspdoh online, you must be authorized. Only certain individuals on the permit
application or permit can schedule an inspection and must be fall into one of the following roles:

1 Licensed Professional (by Trade)

1 Applicant (excluding Commercial and Resident&al/Building)

1 General Contractor

These individuals must be on the Permit in order to schedule inspeaidhgy must be a
delegate of the authorized individual.Y ou may include them on the original application at

submission (if known) or you may add them after the permit
has been issued.

To add individuals or Licensed Professionals to your permits
you can use the Add/Remove Contact Amendment applicatiol
record.This record is available by navigating to the Record
Details of the Permit and clicking on Create Amendment.

Home  Land Dovelopment Fire

Search Appiicatiors:  Create an Applicaticn

1f you are a delegate on a record and do pot see the “Add/Remove Contact” or "Withdrawal or Refund Request” amendment types,
picase click to create the amendment application.

P
<

Contiue Application »

Home  Land Development [EWELEN Fire

Search Applications  Creats an Application

Record RES-RBP-PMT20-36600045.
Residential New Building Permit
Record Status: Active

Record infa + Payments ¥

To view any current activity on this Record, please refresh the page.

516 LAUREL City of San Antonio, TX 78212

Record Details
ican icen: ssionat:

Unsted States
Project Description Ovmer:
Bullting No: Bullsing 2: Unit No: Unit2 VIR METROPOLITAN TRANSIT
PO BOX 12489, SAN ANTONIO, TX. US, 78212-0488




An authorized individual (s) can access the inspections by navigating to Record Details and

selecting inspections.

Record RES-RBP-PMT20-36600045:
Residential New Building Permit
Record Status: Active

ancord Infa = Fayments

To view any current activity on this Record, please refresh the page.

Upcomang (301

TED at TBD Pendieg Tree - Fanal (2330211 Acticrs v
Inspactor: anzssigned

TAD at TBD Putieg PUMNIEG Smwar - 50al (235120] Actons v

st srsigad
TOD at TOD Panding Pumbing - Finsl (2330131
Ingpactor nscigrad

THD at TED Pendisg PUMBEG - Top Dut 233018
Inspector nzssigned

Actonsw

FHO at 1D Pandieg PUMbEG - Fre-poer 233017
[ ——

Actlons v

Click the Action andelect Schedule:

Schedule an Inspection

Inspection type: Tree - Final

Inspections

Home Land Development Q:TILLLE Fire

Search Applications Create an Application

Record RES-RBP-PMT20-36600045:
Residential New Building Permit
Record Status: Active

Record Info + Payments v
Record Details

P ing 5 - i
rocessing Status activity on this Record, please refresh the pag

1 Antonio, TX 78212

Related Records

Attachments

Valuation Calculator

To continue, select an appointment date and time range by clicking a link on the calendar below:

Dec 2020
Su Me Tu We Th Fr Sa Su
1 2 3 4 5
6 7 8 9 10 11 12 3
13 14 15 16 17 18 19 10
20 21 22 23 24 25 26 17
27 28 29 30 31 24
L1
« Prev

18
25

Jan 2021

Tu

19
26

We Th

6 7
13 14
20 21
27 28

P

16
23

14
21
28

Mo
1
8

15
22

Feb 2021

Tu
2
9

16

23

We Th Fr Sa
3 4 5 8
10 11 12 13
17 18 18

24 25 26

20
27

MNext »

Cancel




Once the Date is selected select 12:00-AMS59PM to
enable the Continue button to complete the scheduling of
the inspection.

On the | ast page there is
Notes” to the i ns pteaddany
additional information before clicking Finish.

Schedule an Inspection

Confirm Your Selection
Please confirm the details below and click the Finish button to schedule the inspection.

Tree - Final
12/18/2020 12:00 AM

516 LAUREL City of San Antonio, TX 78212
o 2101113333

Include Additional Notes

Optional Comments or Instructions for your Inspector:

Additional Comments to the Inspector .

(Please include an alternate phone number if different from the contact information provided
in your application_)

Finish

Back Cancel

Dec 2020

Su Mo Tu We Th Fr Sa Su Mo 1
1 2 3 4 5

6 7 8B 9 10 1 12 3 4

13 14 15 16 17 18 19 0 1

20 21 22 23 24 25 26 v 1 “

27 28 29 30 31 2425]:0 Il ncl uc

s hyperlink

« Prev

@1200AM-11:50PM

Continue

Cancel




Once Scheduled, the TBD will be updated to the Schedule Date requested.

Upcoming (30)

TBD at TED Pending Building - Frame Tie Down/\ind Bracing (232775) Actionsw
Inspector: unassigned

TBD at TED Pending Building - Frame Beam and Soffit (232774) Actionsw
Inspector: unzssigned

TBD at TBD Pending Building - Foundation with Letter (232773) Actionsw
Inspector: unassigned

12/14/2020 at TBD Scheduled Tree - Preliminary (232772) Actionsw

12/18/2020 at 12:00 AM Scheduled Tree - Final (233021) Actionsw

Inspector: Resario Munoz

At this point you can Reschedule or Cancel these inspections by clicking on Actions.

Inspector: Rosario Munoz

12118/2020 at 12:00 AM Scheduled Tree - Final (233021) Actionsw
Inspector: Rosario Munoz View Details
Reschedule
Cancel 1

(DIMPORTANII'nspections cannot be scheduled or rescheduiadhe day the inspection is
scheduled to be performed. This process did not change, you must call Development Services
for same day cancellations.
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